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I INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

Application Number 

81- 253 
Date Received Date Completed 

I P R  1981 I A P R  2 2 1981 
~ ~~~~ ~~~~ ~ ~ _- ~~~ ~~~ ~ 

" 

FOR RECORDS MANAGEMENT USE . . . - . . . . . . . . - . - - . . FORAGENCYUSE .- 1 1. Aaency Addreu 
Application Date r 
- 
Application Number 

c. 0 Amend Application No. Check One: n Change; 0 Supercede; 0 Void 
4. Dates of Series 1 5. Records Series Title (followed by title used in office; if different) I 

Budget Services and Federal Relations Gener_a_lAAministraJive-Files 
What i s  the function of &;Division and the Office in which this record series i s  created? I i Earliest Latest 

1979 I To D a t e  
6. Division and Office Function 

The Budget Services and Federal Relations Division provides f i s c a l  support t o  the operating 
u n i t s  of t he  Department of Education and consolidates un i t  budget requests i n to  the  annual 
S t a t e  Board of Education budget proposal. 
l eg i s l a t ion  process, and provides l i a i son  with Georgia Congressional delegation, Congres- 
s ional  committees, and other s t a t e  departments of education of  federal  educational issues.  
Develops and monitors an annual operational budget for  t he  s t a t e  public school system. 

1 
Monitors and provides input in to  the  federal  

~ . -  - ~- ~ _ _  __- 
7. Record Series Description 

Documents relating to: 

This f i le contains the following documents (include form numbersand titles, if any): 
Attach samples of the f i le. 

providing budgetary support t o  t he  operating un i t s  and local  school 
systems, monitoring and giving input i n to  the  s t a t e  and federal  l eg is -  
l a t i v e  process. 

Includedare: special  s tudies/reports ;  correspondence t o  and from committees/organizations 
within and outside the department; l e g i s l a t i v e  correspondence and proposed/ 
actual  s t a t e  and federal  laws; computer pr intouts  on budget project ion system; 
and general correspondence, primarily departmental. 

Fileisarranged: by major category, i . e .  l eg is la t ion ,  organizations, e t c . ;  thereunder alpha- 
be t i ca l ly  and chronologically. 

__  
8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

100 ; Seven to twelve months old 100 ; Thirteen to twenty-four months old hn -; 
twenty-five k n t h s  and older -o-? __ 

Letter-size drawers --; Legal-site drawers 2; Shelves - I  . Other (specify) 
/ 9. Annual Rate of Accumulation of Remrds 

I 
AR-50-71; Rev. 76 



~~ ~ 

VES NO 10. Questionnaire (Place an "X" In the proper column) 

c 
a. I s  this the official copy of the series? .. 

.- Knot. where i s i t ?  ~- .~ ~ - ~ 

i 
b. Does the series contain confidential information requiring security handling? If yes, q t e  law or regulation. 

-~ ~= ~ ~ - ~~~ -~ 

- - 

X 

x ~ .- d. Does-ries have historical or long term research value? , 
~.~ -. ~ - - - X ~ c. I s  this a.yit$ record?- ~ 

- 

d 11. 1 

e.  when one or two documents in the fi le make it necessary to,keep the entire fi le for a long period, could these 
~ ~. - ~. ~- ~~ 

g. Is the information contained in.this series ever analyzed andlor recorded in a summarized report? 
I f e s .  m c h  COPY. - - -- ~. 

~ ~- __ . . - ~~ - - - 

. __ 
in a o u t  er Dr 

qetention Requirements The following requires the series to be kept: 

a. State Law -----years. d. Audit period years. 
years. 2 b. Statute of limitation years. e. Administrative need -_ 

c. Federal law ~ . . - . - ~ - - ~ - y e a r s .  f. Federal retention instructions -~ _. --years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

-! 

-~ .~ ~ ~.--____ - - ~ ~~~ . ~~ 

12. Approved Disposition Instructions This agency recommends that the File series be cut off a t  the end of each: 
Calendar Year; Ek Fiscal Year; Other 

month(s1 2 - yearb); then 

. ,  

~ -. . ____ . then, 

gl Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold --year(s); then 
IB Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 

, 

These instructions apply to al l  prior and future accumulations of the series. 

A -  

3ecommendations in 
lraph 12 are approv 


